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The Mentoring Connection Intro

What is The The Mentoring Connection (TMC) is an innovative web-
Mentoring based program designed to help manage the logistics of the
Connection? mentoring program and partnerships. TMC offers participants

an opportunity to:

¢ Apply to the mentoring program on-line.

¢ Keep track of upcoming mentoring activities and training
events.

¢ Suggest potential mentoring matches and much, much
more!

How to join The To apply to the program, employees will need to complete a
Mentoring User Profile and an Application Form. To connect to TMC,
Connection? please follow the instructions below:

Simply go to http://www.mentoringconnection.com

The first screen provides a brief introduction to The
Mentoring Connection and offers you an opportunity to
Sign-Up on line. Click on the “Sign-Up Here"” button
located under *“Member Login” and enter your Group ID:

New member login:

Sign-Up Here.

Once you have entered a Group ID click “Submit” and
complete your User Profile. Be sure to remember both your
User ID and Password as you will use them to access the
system in the future.

The next screen is the Application Notification. Click "OK"
and respond to the questions to the best of your ability.
Once you have completed the form, click “*I'm Done.”

The following pages have additional instructions and screen
shots for navigating The Mentoring Connection.
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http://www.mentoringconnection.com

How to Navigate The Mentoring Connection

Home

This page brings Welcome to The Mentoring Connection
you to the Home
page.

Hello, Jennifer Cunningham!

From the "Home" drop down, click *"Home.”
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How to Navigate The Mentoring Connection

Contact Us

The Contact Us TTC Test Company

page lists out all of Important Contacts

the Program Company Email Phane
Coordinator(s), Corsultant Kathy Wentworth Drahosz (703) 551-0734
their email Name,Email Role Division Phone
addresses and Sally Coordinator Prirnary Coordinator Unassigned 202-551-0734

ph one numbers Click on narme in Email Column to send an emal,

From the "Home"” drop down, click "Contact Us.”

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 5



How to Navigate The Mentoring Connection

Calendar

Program
Coordinator(s) use
the calendar to
convey event
information and
deadlines to
mentoring program
participants.
Upcoming events
than appear on the
scrolling display on
the home page of
all participants.

Mon

Calendar

I T See All Events v

Thu

Fri

Sat

11

13

14

15

Cyenamic
Menkaring
Connections

18

20

z1

2z

23

24

25 -- Today --

26

27

28

29

an

31

From the "Home" drop down, click “Calendar.”

Click “"Add"” to create an event for your participants’
calendar. Enter in the relevant information and click “Save.”
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How to Navigate The Mentoring Connection

Library
The Library is a Document Library
compilation of Discussion Articles
various resources  |Tite Summary
Walued Ermplovess Plzase read the attached article on Valued Employees, Then respond to the

that have been (30.208k5) guestions that have been posted on the Discussion Forum,
selected by the
Prog ram Title Summary

H The Training Connection | This Mewsletter contains information that we hope you will find useful in your
Coordlnator(s) and Mewsletter (42g.088ks) mentoring partnerships,

the Consultant to
better assist the
partnerships in
their mentoring
relationships and
activities.

From the "Home" drop down, click “Library.”
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How to Navigate The Mentoring Connection

Discussion
Forum

This feature is a
threaded discussion
open to all
participants in the
mentoring program.
Anyone can start a
discussion or
contribute to an on-
going discussion.

@Seaﬂ:h gﬂelp

f’;ﬂ Private Messenger

Show TDDICS|AHY Date @“EW topic | ﬂ“ew poll |

= e it

Forum Topics

T E’}' Cpposites Do 16 Jan 2008 =t 4:20pm

..;I‘ Attract OiEnEs 3 33 By Tlones ,:'_-]' I-
Ef}’ Goal Settin 16 Jam 2002 at 11:03am

203 2BLAR - KDrahosz 0 4 By Kbrahoss &3 r

Par‘t 1

From the "Home"” drop-down, click “Discussion Forum.”

Notice — The default notification setting is set so that an
email will automatically be sent when something new is
posted. If you do not want to be notified, uncheck the top
check-box under “Email Notifications” (as seen above). You
can click the box next to a specific topic to be notified when
something new is posted to that topic only.

#¢ New Discussion Forum Posting

Hello, Kathy Wentworth Drahosz!

When a new post has been added to the discussion forum, a
notice will appear on your homepage when you first log on to
TMC. Click "New Discussion Forum Posting” in the
upper right hand corner of your screen and it will send you
directly to the discussion forum and the new posting.

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved.



How to Navigate The Mentoring Connection

Discussion
Forum — Posting
a New Thread

By posting a new
thread onto the
Discussion Forum,
you can share your
thoughts and
experiences with
your fellow program
participants.

The Program
Coordinator(s) may
find this a useful tool
to keep their
participants engaged
and thinking about
their mentoring
partnership. You
can ask thought-
provoking questions
and create polls to
get feedback from
your participants.

@Search gﬂelp
ffﬂ Private Messenger
=)

Post New Topic

&% Informal Forum : Post New Topic

Edit Post

Subject: Topic Type: | Mormal Topic v

PO E & AES
Font  ~|[sze - IB J

Message:

Ernoticons
(ERCENCE
&)

a
e

1 I3
&5 AL
[
o

D Qe &3 @

Enable Forurn Codes to format post

[ Fost New Topic H Preniew Post ” Clear Form ]

Click on "New Topic” on the main Discussion Forum page
and you will be brought to this page. After you enter in a
Subject and a Message, you can either "Post New
Topic” or "Preview Post” which will allow you to preview
your thread before you post it.

For Topic Type, you can choose which forum to post on. A
Sticky Topic will remain the first post on the Discussion
Forum regardless if there are any posts after it.

You may also go back to any threads you have posted and
edit or delete them as necessary.

Program Coordinator(s) have the ability to go into any
post/reply and Edit, Delete, or Hide topics. This is useful
if there is an inappropriate topic or reply on the discussion
forum that needs to be removed.
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How to Navigate The Mentoring Connection

Discussion
Forum — Private
Messenger

The private
messenger feature
allows the
participants to stay
in contact with their
mentoring partner.
Commonly referred
to as an electronic
message board, the
private messenger
function allows the
partnership to send
personal messages
to each other and
keep track of
ongoing
discussions.

This is also a great
way to privately
respond to
something another
participant has
posted on the
Discussion Forum.

@ Search EJJ Help

t’;ﬂ Private Messenger
=

From the main Discussion Forum page, click on Private
Messenger at the top of the page.

Private Messenger
23 Informal Forum : Post New Topic

Private Messenger: Send
Private Message

Send Private Message

Mentee, Situational
—Mone Selected — v|

&Finbox J @cutboxj &buddylistj 7 Ainew msg |

"| or select from Buddy List:

To:

Subject: |

¥ 55 W2 L= %"- :
Font - || Size =

Message:

Ermaticons

TR e

= L

BOe

D & &

(RO

% O

- QO

Enable Forum Codes to format post

[ Send Private Message ] ’ Freview Post ” Clear Form ]

From this page, you can create a new msg, check your

inbox and outbox, and create a buddy list. When you
receive a new message, you will receive a notification on
your home page. Note: this message will only go to the

selected participant.

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 10



How to Navigate The Mentoring Connection

Discussion
Forum —
Creating a Poll

The polling feature
offers the Program
Coordinator(s) an
avenue to poll
participants on
anything from the
status of their
Mentoring
Agreement to topics
on future mentoring
forums.

@new topic | ﬂnew poll |

From the main Discussion Forum page, click on “*New Poll”
at the top-right of the page.

Create New Poll

&3 Mentoring Discussion Forums : Forums : Mentoring Connection Forum : Create New
Poll

Edit Post

Subject: |Hawe vou connected with vour par| Topic Type: | Marmal Tapic v

Poll Question: ||Yes.

Poll Chaoice 1: ||Mo.

Poll Chaoice 2! |'We hawve a meeting scheduled.
Poll Choice 3:

Poll Choice 4:

Poll Choice S:

allow Multiple wotes in this Poll

[ImMake Pall only (no replies allowed)

Funf - ||5ize - EE ﬁ

Message: Have you connected with your mentoring partner? Please
respond to this paoll.

Input the “Subject” (or question) as well as the response
options. You can choose to allow multiple votes on the poll
or make it a poll only, meaning the participants cannot post
replies like they can on the Discussion Forum topics.

In the Message section, write one or two sentences about
the poll and the requested action. This is the portion of the
poll that gets sent to the participants via email. They must
login to TMC to respond to the poll.

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 11



How to Navigate The Mentoring Connection

Phone Book

The phone book
feature provides
quick and easy
access to the
telephone numbers
and e-mail
addresses of all
participants in your
program. This
feature is accessible
to all users and
Program
Coordinator(s).

The phone book
also identifies
Situational Mentors.
Situational mentors
are the right help at
the right time and
are usually available
to help solve a
quick problem,
uncover a hidden
talent or learn a
new skill.

Phone Book

To view a subset of users, select a Location and/or Division and click the "Refresh™ button.

Location: Al Lacations v Division: | a|| Divisions v

Program: All Programs w

Go to Group Messaging

TTC Test Company
Phone Book for: All Locations and All Divisions, All Programs

Anthony, John Mentor (5] test@des-inc.net 703-499-4277
Ball, Lucy Mentoree jcunninghamTTC@comcast.net  703-551-0734
Bear, S Mentores metester@des-inc.net 555-1212

Barr, Dan Mentores test@des-inc.net 703-499-3800
Carter, Mke Mentoree test@des-inc.net 202-373-2233
Colbert, Jane Mertor test@des-inc.net 202-827-2717
Coak, Sally Mentorees test@des-inc.net 202-462-8939
Coordinatar, Sally ProleC o test@des-incnet 202-551-0734

From the "Home"” drop down, click "Phone Book.”

To view a subset of users, select a Location and/or Division
and click the “Refresh” button.

To locate a situational mentor, look for mentors who have an
(S) in parenthesis next to his/her name.

Please note: The availability of the group messaging feature depends on
the program.

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved.
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How to Navigate The Mentoring Connection

Best Practices

The Best Practices
provides a suggested
timeline and activities
to help get you and
your mentoring
partner off on the
right foot and keep
the momentum

going.

Building Successful Mentoring Relationships
Tahle of Contents
Your First Mentoring Meeting
First 30 Days
00 Day Check Up
6 Months
12 Months

Your First Mentoring Meeting — Establishing a Partnership Top of Page

The first mentoring meeting is critical, It is important at the very beginning of the mentoring process to
get to know each other and clarify your overall mentoring goals, The end result of this corwersation will be
a mentoring agreement.

Step 1 - Get Acguairted

+ Find the commonalities. Murmber of years in the industry, have you both worked for the same
organization, similar career paths, common skills, etc,

e Look for uniqueness. Share what specizlized knowledge vou bring to the partnership, do you
speak a foreign language, bring past military experience, etc.

+ Explore hobbies.Do vou have a hobby? what do you do when you are not waorking?

e How similar/different are your DISC behavioral styles? Wwhat are the benefits of being
matched with someone wha is a different behavioral style? & similar style?

Step 2 - Discuss Your Overalf Mentoring Goals

From the "Home" drop down, click “"Best Practices.”

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 13




How to Navigate The Mentoring Connection

User Mgmt

The User
Management
feature gives the
Program
Coordinator(s) an
opportunity to edit

participant profiles,

track user activity
and find lost User

IDs and Passwords.

The Program
Coordinator(s) can
also Add, Activate
or De-activate a
participant through
the User
Management page.

User Management

To wiew a subset of users, select from the choices below,

Program: | || Groups A
Location: | A | gcations v
Division: | a)| Divisions v

@ actve O In-bActive

Al AB CDE H JKLMN P RS T w Y
add
Le t
Anthony, John (0734) 4{1{2001 Janthary Mentar (5 edit | delete
Ball, Lucy (lucy) 7ief2007 54 lucy Mentoree edit delete
Bear, 5 (fire) S/18/2007 62  shear Mentaree edit | |delete
Born, Dan (0734) 5/1/2007 22 DEorn Mentoree edit || delete
Carter, Mike (0734) 2152004 15 MCarter Mentores edit | delete
Colbert, Jane (0734 4f12fz002 12 IColbert Mentar edit | delete

From the “User Mgmt” drop down, click "User Mgmt.”

To “View" a subset of users select a location, program or
division (this may vary depending on the organization). You
can also “View"” active and inactive participants by clicking
the appropriate radio button.

To “View" all active participants in the program on one
continuous page select “All.” To narrow your search click on
the letter in the alphabet at the top of the page that
corresponds with the participant’s last name.

To “Edit” a profile click the “"Edit"” button under Action.

To “Delete” a user click the “"Delete” button under Action.
(Deleting a participant is not recommended. It is better to make
them inactive so you can retrieve the information later if needed.)

To “Activate” or “"Deactivate” a user click the “Edit”
button under Action. Find “status” and change the drop
down. (Remember to save when you are finished.)

Passwords can be found in parentheses next to the user’s
name.

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 14



How to Navigate The Mentoring Connection

Form Mgmt

The Form
Management
feature allows the
Program
Coordinator(s) to
view different
forms, such as the
application form,
mid-point
evaluation form,
etc.

Forms Management

Informal Mentoring Program Forms
Application Farm

Edit Form Title Manage Sections

Mid-Point Evaluation

Edit Questions Edit Form Title Manage Sections

End-Point Evaluation

Edit Questions Edit Form Title Manage Sections

Mentaring Agreement

Edit Questions Edit Form Title Manage Sections

From the “User Mgmt” drop down, click “Form Mgmt.”
To view the forms click on “Edit Questions.”

Please note, if you would like to edit a question contact your
consultant.

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 15



How to Navigate The Mentoring Connection

Program Mgmt

The Program
Management page
shows the status of
the program (what
forms are available
to the participants)

Mentoring Program Management

Default Group

edit
Informal Mentoring Program Forms
1 My Profile 3/9/2001 12:41:43 PM Cpen
2 Application Form 3/9/2001 12:41:43 PM Cpen
3 Pre Course DISC Assessment Mf&
5 The Success Triangle {a 3607 Evaluation) 3f10/2003 2:36:01 &AM Cpen
5] Mentoring Agreement 12/13/2002 2:26:32 PM Cpen
7 Mentoring Action Plan 12/13/2002 2:26:32 PM Cpen
a Mid-Point Evaluation f &,
Q Close Out Evaluation 37102003 8:36:01 AM Open

From the “User Mgmt” drop down, click “Program
Mgmt.” Rest your cursor on top of each link to find out
more about each available form.

Click the “Edit” button to change the availability of the forms
to the participants. Click “"Save” to go back to Program
Management.

Mentoring Program Management
Default Group

Step Description Date Activated Active
Informal Mentoring Program Forms
1 |wy Profie 3/9/2001 124143 PM | Opga @ cpen O Closed
z Application Farm 292001 12:41:43 PM ONja ® Open O dosed
3 Pre Course DISC Assessment @nfa Oopen O dosed
5 The Success Triangle (a3 360° Evaluation)  13/10/2003 8:36:01 AM | Qe @ open O Closed
5] Mentaring Agreement 12/13/2002 2:26:32 PM | Opya @ Open O Closed
7 Mentaring Action Plan 12/13/2002 2:26:32 PM | Opye, @ open O Closed
8 Micl-Paint Evaluation @nfa Oopen O Cosed
9 Claze Out Evaluation 3/10/2003 8:36:01 &AM | () Ni& ® Open O dosed
[Savel [ Cancel l [ Reset]

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 16



How to Navigate The Mentoring Connection

Eval Mgmt

The Evaluation
Management page
shows if an
evaluation is open
to be sent to
supervisors

Mid/End Point Evaluation Management

TTCALDP Test Company ¥
@ mid-point O End-Paint

O check &1
" . Cunninghann, . . 4102003

Milligan, Trisha Jennifior ! jcunningharn T TC@comcast. net 205 06 AM Complate
) : ot ,
Holly, Denise d, d test@des-nc.net Started [CIErmnail
ot ;
Cook, Sally Dan, Tom tto@rnsn.com Started CIEmail
. ) Fizaf2001 Mot ’
Born, Dan Doe, Jane jdoe@des-inc. net 10557 FM Started [CIEmail
. . Ffzafzo0l Mot ]
Bear, 5 Doe, Jane jdoe@des-inc. net 10557 M Started [CIEmail
Echwards, Mark  in, fil fil@dal.gov r,;‘lﬂtrmd [CIErmnail

From the “User Mgmt” drop down, click “Eval Mgmt.”
(You will want to choose either the Mid-point or End-Point
evaluation by clicking on the corresponding radio key.)

This page tells you whether or not supervisors have been
emailed regarding the evaluation for their employees. There
is an option to “Check All” which will allow the user to send
an email to all supervisors that have yet to complete the
evaluation.

The status column lets you know whether or not the
evaluation has been started or completed.

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 17



How to Navigate The Mentoring Connection

My Profile

The My Profile page
allows Program
Coordinator(s) to
view/edit their
profile.

Jennifer Cunningham's PROFILE

Please print this page for your records. You will need your username and password if you wish
to view your registration information at a later time.

Group ID: test
User ID:  informalpc
Password: informalpc
Location: Mot Assigred
Division: Mot Assigred
Career Path: Mot Assigred
Job Title: Project Coordinator
Series/Grade: njfa
Phone No.: 703-551-0734
Email Address:  jcunningham T TO@comcast. et

WORK PLACE MAILING ADDRESS

Address: 12 W, Main St
04200-63006-15137-535000-00001-81
Phioerix, Atizona 85020
United States

return

From the "My Profile” drop down, click “*My Profile.”

To “Edit” Your User Profile, click the “Edit” button in the
upper right hand corner. (Remember to save the information
once you have made changes.)

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 18



How to Navigate The Mentoring Connection

Messaging —
Generating the
List

The Messaging
feature is accessible
by the Program
Coordinator(s). It
enables you to send
group e-mails to all
participants in your
program, mentors
only, mentorees
only, participants
within a specific
location, etc. This
is a powerful tool to
maintain clear and
timely
communication with
your mentoring
program
participants.

Group Messaging

1

All Paricipants

User Type
kentaree
Mentor (formal)
Mentor (situational) »

Status () Active Users

(I In-Active Users
Locations

All Locations

Washington, DC
Yirginia
Ln-assigned Locations

Divisions

All Divisions

Finance

Human Besources
IUn-assigned Divisiaons

[ Generate List

L To sefect muftiole Lser Thoe(s) or Location(s) wse the Tt key.

E Mote: Emails to Supervisors must be done separately from other User Types.

From the “My Profile” drop down, click “Messaging.”
After you have defined your desired search, click “Generate
List” and all participants that fit your criteria will appear on
the next page.

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 19



How to Navigate The Mentoring Connection

Messaging —
Sending the
Message

The Group
Messaging feature
allows the Program
Coordinator(s) to
select the recipients
and customize the
message.

Group Messaging

The following users meet the Criteria you selected. Un-Check any users that you would like to
NOT receive an email.
Then Click the "Continue" Buttom.

[ continue | [ cancel | [Reset |

Name User Type Email Address

Ball, Lucy Mentores jcunningharn T TC@oomcast. net
Bear, S Mentaree metester@des-inc.net

Eorn, Dan D Mentoree test@des-inc.net

Carter, Mike M Mentoree test@des-ing. net

After double-checking those you wish to send an email to,
select “Continue” and you will be brought to the page
where you may write your desired message. Click “Send”
when you are ready to send your message.

Group Mailing

From: test@des-inc.net (Sally Coordinator)
To (bce):
JounninghamTTCAComeasSt . net

Subject:

Importance:

O High @ Mormal O Low

Message:

Type your message here in text format

[ Send l [ Cancel ] [ F’ieset]

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 20



How to Navigate The Mentoring Connection

Journal

The Journal feature Thelma Jones's Journal
is a log for notes |_print_|

specific to the
mentoring program.
MentOI‘S and Great meeting with Louise today. S3he mentioned that I should shadow
mentorees can Tom at the next budget meeting.

record personal
thoughts,
observations, [ Save ] [ Cancel ] [ Reset ]

questions, agendas

for meetings, From the “My Profile” drop down, click “Journal.”
insights gained
from mentoring
meetings or
developmental
activities, etc.

8/2/2007 3:46:29 PM

Be sure to click save when you are finished.

To print, simply click “Print” at the top of the page.

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 21



How to Navigate The Mentoring Connection

Training — Setting

up an Event

The training feature
allows you to
schedule upcoming
trainings for the
mentoring program.

Training Management - TTC Test Company

Add a Training Event

Action
Coaching with Kathy (All Programs) Edit Sessions Roster  Delete
MAP and Agreement Workshop (All Programs) Edit Sessions Roster Delete

Rest your cursor over My Profile, and select Training.

Here you will be able to view the available trainings for your
program. To add a training session, click on Add a Training
Event.

Training Event Edit - TTC Test Company

(* Single
) Joint

active O In-Active
[ImMertoree  [IMentor  []Project Coordinator
[save| [Cancel | |Reset |

Enter the relevant information for the training. Single vs.
Joint refers to whether you would like the mentoring
partners to attend together. The Status button allows you
to make the session active or inactive. Finally, select the
User Types you would like to attend the session.

After you click Save, you will return to the main training
page. From here, you can Edit, create Sessions, or review
the Roster. Note, you cannot Delete a training if someone
is enrolled.

Please note: The availability of this feature depends on the program.

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 22



How to Navigate The Mentoring Connection

Training — Setting

up a Session

The training feature

also allows you to
set up individual
sessions. This is
useful when
scheduling one on
one meetings with
the participants, or
multiple program
dates for the same
training.

Note:

Click on Email
next to the
corresponding
session to send out
a notification for
the training event
or session.

You can also send
an email to those
that have not
registered to attend
a session.

Training Management - TTC Test Company

Add a Training Event

Action
Sessions Roster
Sessions Roster

Delete
Delete

Coaching with Kathy (All Programs) Edit
MAP and Agreement Workshop (All Programs) Edit

From the training page, click on Sessions.

Ewents | Rosters

Training Sessions - TTC Test Company
MAP and Agreement Workshop (All Programs)

Instructor

FA0am ¥ |tg| 800 am —Selectan Instructor —

Instructor

3102008 730 am to 2:00 pm Jennifer Cunninghanm Oof 20 Edit | Delete
3282008 730 am to 8:00 am Jennifer Cunninghanm 3ofz0 Edit

2312008 7130 am to 10:00 am Jennifer Cunninghanm Oof 20 Edit | Delete
4172002 7130 am to 8:00 am Jennifer Cunninghanm Oof 20 Edit | Delete

Enter the relevant information for the individual session;
including the date, time and instructor if appropriate. Add any
notes if necessary, and click Add when complete. The session
will appear in order down below.

From the main training page, click on Roster next to the
corresponding session to see the response status of the
participants. Edit the roster, to update participant attendance.
Click Submit to update attendance list.

Select the Participants to enroll:

[ eall, Lucy [ eear, 5 Borr, Dar
[ cCarter, Mike [J Cook, Saly [J Hayres, Betty
[ Submit ] [Reset ] [E:anl:el ]

Marnes in green are already enrolled in another session.
Mames in red have indicated they will not attend this training,

Please note: The availability of this feature depends on the program.
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How to Navigate The Mentoring Connection

Training

The training feature Upcoming Training Events
allows you to enroll,

or un-enroll, for

- ' Coaching with Kathy {All Programs)
upcoming trainings Click Here to iew schedule § Enroll

for the mentoring
program.

MaP and Agreement Yorkshop (all Programs)
Click Here to View schedule [ Enroll

Rest your cursor over Mentoring Tools, and select
Training. Here you will be able to view the available
trainings for your program. Click directly on the title to view
more information.

Training Sessions

Back ko My Training

Title: MaP and Agreement Workshop

Program: All Programms

Description: Learn howe to create a Mentoring
Action Plan and Mentoring
Agreement.

Location: wiebinar

Capacity: 20

User Types: Mentoree, Mentor, Project
Coordinator

[ Dedine to Attend |

Friday, March 28, 2008

7:30 am to 8:00 am Instructor: Jennifer Cunningham
This session has 18 opening (=) Enroll

From this page, you can either Enroll or Decline to Attend
the training. After you have enrolled for a session, you can
go back to this same page and click Un-Enroll if you will no
longer be attending the session. You can also add the event
to your outlook calendar.

Friday, March 28, 2008

7:30 am to 8:00 am Instructor: Jennifer Cunningham
You are enrolled in this session Un-Enroll Add o yvour Outlock calendar

Please note: The availability of this feature depends on the program.
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Matching

The Matching Page
allows Program
Coordinator(s) to
directly match a
partnership

Mentor /Mentoree Matching

Mentorees Mentor List

Ball. Lucille [Mantclair]
Cat, Tom [Memphis]
Cunningharm, Jennifer [Montclair]
Doe, John [ashington]
Hibbard, Ann [Montclair]
Sherman, Shermy [Maontclair]
Smith, Tina [Maontclair]

Tichwell, Rod [Montclair]

Match Them

From the “"Matching” drop down, click *“Matching.”

Select the Mentoree and the Mentor you wish to match
together. Click "Match Them.”

The page will then automatically reload, clear the drop-
downs, and you can match the next pair.
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Matches

The Matches page
gives the Program
Coordinator(s) a
clean list of all of
the matches made
in the system.

Current Matches

To view a subset of users, select a Location andfor Program.
All Locations hd Default Group |+

To emall matched or un-rmatched participants, click here

Virginia

Rod Tidwell [Mortciai] MNore

Washington, DC

Lucille Ball [Mortciai] Open Matches
Ethel Mertz [Mortciar] 3/21/2003 close | | delete
Jerry Maguire [Moritciai] 4/8/2003 close delete
Closed Matches
Anne Cregger [Sale Chorck] 91272004 Re-open| | delete
Tom Cat [Mamrstis] MNore
Jennifer Cunningham [Mortclai] Open Matches
Ethel Mertz [Mortclar] 822007 close | | delete

From the “"Matching” drop down, click "Matches.”

To view a subset of the users, select a Location and/or
Program.

Click Close to end a match. The match then moves below
the list of “Closed Matches.” Click Re-Open to re-open
the match and it will move positions again. If you Delete a
match it disappears from the list and you must go back to
“Matching” to re-match the participants. Closing instead of
deleting a match is recommended for easy re-opening of the
match and for your records.

This page also lists the mentorees that do not have mentors.
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Reports

The Reports feature
allows the Program
Coordinator(s) to
“View"” the results
of the Mid-Point
and End of Program
Evaluation. TMC
tabulates the
results of the
evaluation in a
confidential
aggregate format.
Typically, a TTC
Consultant meets
with the Program
Coordinator(s) and
provides a final
report based on the
results of the
evaluation.

The Program
Coordinator(s) can
also “View"”
Application Forms
and the various
Evaluations Forms
through the Reports
feature.

Furthermore, the
Program
Coordinator(s) may
generate an Excel
file from this page
that will give them
all of the
information the
participants enter in
their Profile.

TMC Reporting

Form Viewers

Application Wieny selected Client Application Form for User type
Mid Point Evaluation Wiewy selected Client Mid-Point Evaluation Formn for User type
End-Point Evaluation Wiew selected Client End-Point Evaluation Form for User type
Evaluation Results
Mid-Point Evaluation Wieny selected Client Mid-Point Statistical Data and Written Cormments
End-Point Evaluation ‘Wiew selected Client End of Program Statistical Data and wWritten
Comments

Other Reports

Participant applications Report displays completed applications.
Participant Data Summary  Listing of participants and their demographic information

Matching Report Select a program from the list to see the matching recormmendations,
Mentoring Action Plan Select a program from the list to see the Action plan activities,
Report

From the “Reports” drop down, click "Reports.”

Click the name of the form/report you would like to view. A
new window will open, and you may be able to specify the
location or group (will vary depending on program set-up and
form/report you are trying to open).

Report: Mid Point Evaluation
Description: View selected Client Mid-Paoint Evaluation Form for User type

Select Form User
Type: Mentee v

Click on “Submit” and the form will load in Crystal Reports.

! The “Export” button allows you to export the
form/report to your computer. In the “File Format” drop-
down, select Microsoft Word — Editable (RTF). Then click the
“Browse"” button to designate the folder you would like to
save the form/report in. Click “"Ok"” to export the file, and
“Yes” to open it.

i By clicking the “Print” Button, you can print the
form/report directly from Crystal Reports.
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Status

The Program
Coordinator(s) Status
feature provides the
Program
Coordinator(s) with a
“Report” of the
user’s mentoring
progress and
participation. For
example, TMC will
report:

1. How many
mentors and
mentorees applied to
the program?

2. How many people
have requested a
match or are
matched.

3. Who has/has not
started their profile,
program application,
mentoring action
plan, mentoring
agreement or
program evaluations.

It also gives the
Program
Coordinator(s) an
opportunity to email
messages to those
who have not started
(or completed) the
required program
steps.

Mentoring Program Status

To view a subset of users, select frorm the choices below,

Location: | 4| | acations v
Division: | a)| Divisions v
Mentoree
Mentor
Supervisor
Client Adrmin

View Details

Request Statistics

Cipen Requests
Accepted Requests
Declined Requests
wWithdrawn Requests

La»—nmu‘l|»—nnu1n

Match Statistics
3 Active Matches

1 Closed Matches

@ My Profile Tl 100.00% 100.00% 0.00%
(& Application Form T 87.50%  B0.00% NfA
[& Pre Course DISC Assessment MY A 0.00%  0.00% MNFA

From the “"Reports” drop down, click “Status.”
To “View"” a subset of users select a location and/or
division.

To generate a name list and status report click on the
“Description” (i.e., My Profile). A separate window will
appear with the list of participants.

Click “View Details” to view the matching request details
for the selected participants.

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved. 28



How to Navigate The Mentoring Connection

Status —
Sending the
Message

This feature allows
the Program
Coordinator(s) to
email messages to
those who have not
started (or
completed) the
required program
steps.

TTC Test Company Status Details
for:Washington and All Divisions and All Programs

|_close |
Mentor /Mentoree Matching Form
Phone Match Status
Mentorees
%3 Ball, Lucy 703-551-0734 Started
%3 Bear, s 555-1212 Started
“3 Mentoree, Formal 7003-123-4567 Complete

703-3531-0734 Mot Started

&] Milligan, Trisha

8 sample, Joe 703-555-5555 Mot Started
Mentors

5 Anthony, John 703-499-4277 Complete
5l Dent, Cindy 202-287-1635 Started
%3 Hibbard, Ann 703-245-2466 Started
%3 Kelly, Diane 202-484-5067 Complete

Email those who have not started. {Boes not fclids syrsrvisors)
Email those wha have not Finished, {Ooes mat fciids supandsars)
Email those who have finished. (Goes not fclidle syservisors)

(Example for Mentor/Mentoree Matching Form list generation)

When the list is generated, there are options at the bottom of
the page to send a group message. Click "Go” to email the
certain group you have selected.

After you click “"Go” you get a final list of those who will
receive the message. Click “"Continue” and a message box
will appear where you can type the message that will be sent
to the selected participants. Click “"Send” when you are
finished.
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Supervisor
Match

The Supervisor
Match feature
allows Program
Coordinator(s) to
view a list of the
mentoree’s and
their supervisor

Supervisor Match Report

Supervisor name (Lsername)
(636_635)

lathy Drabosz (6116107

kathy Drabosz (G14_613)
(B41_640)

(647 _646)

Eill Eonnstetter (625_5241
Anne Cregger (629_628)
Jentifer Cunningham (632_631)
kathy Drabosz (627 _626)

lathy Drabosz (620_619)

Ricky Ricardo (618_617)

Mentorees

MNone Matched

Kone Matched

None Matched

Jennifer Cunningbiam fActive}
John Doe fActive)}
Sherry Sherman fActive}
A Hbbard fActive)
Tina Smith fActive)}

Rod Tidwel fActive)
Torn Cat fActive)

Lucile Ball fAetive)}

From the “Reports” drop down, click “"Supervisor Match.”
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Eval Answers

This new feature Mid /End Point Evaluation Report Mgmt

allows the Program 360 Evaluation
Coordinator(s) to TTC Test Campany text | [& text | [& tent |

see participant

responses to the From the "Reports” drop down, click "Eval Answers."

Mid-Point, End of

Program, and 360 The “Text” option will open a new page (as seen below)

evaluations. Thisis \yhere you can narrow your results to a certain program,

,‘cﬁ:fgr'o'nrgufwmg location, and/or division. Upon clicking “View Report” a
g screen will appear with the written comments that

Coordinator(s) to . .
pin-;r)olint inrcgi\aiduals correspond to each question from the evaluation.

who may be having

trouble with their Select from the choices below, then dlick the "Wiew Report” button,

relationship but are Program:| || Programs v

hesitant to say st All Locations v

anything or do not Dvision: All Divisions v

know what to do.

*NOTE* Keep in N . - _ .

mind when The “Magnifying Glass" option gives you the list of
reviewing this questions on the evaluation. Click “View"” to the right of the
information we question to see how individual participants responded to that

have promised the  particular question.
participants that the

results from the Form Viewer

H i This form rmay be different for each user type, Therefore, select the user
evaluatlor) W|Il'be L User Type %‘i
kept C_Onﬁdent|a|/ SlY Informal Client [Meontor E
you will want to Form: End-Point Evaluation
honor this promise
by keeping insights
gamed from thlS 1) Recognize the leadership skils they need for success, view
report prlvate. 2y Understand haw the system warks and how to work the system. view
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Form Answers

This new feature
allows the Program
Coordinator(s) to
see participant
responses to
individual questions
on the Application

Form Description

Application Form View Questions
Mid-Point Evaluation View Questions
End of Program Evaluation View Questions

From the "Reports" drop down, click "Form Answers."

Form, Mid-Point Click on “View Questions” next to the form you would like
Evaluation and End  to review. You will then be taken to the Form Viewer page.
of Program

Evaluation. This is Form Viewer

another way for the I&:JI?BF\?;T \mgﬁ ltjée ﬁgf\,\?,rent for each user type, Therefore, select the user yoop yne | Mentoree
Program TTC Test Company antor
Coordinator(s) to Form: Mid-Point Evaluation
pin-point individuals

who may be having
trouble with their

1) Howy effective is the mentoring program in helping the mentoree take initiative and become wiew

relationship but are : Self-d"iged- ) . et
- 21 Howy effective is the mentaring program in helping the mentoree strengthen and enhance view
he5|ta nt to say critical competencies and skils based on individual needs?

anything or do not

know what to do.  (jick “View” to the right of the question to see how

*NOTE* Keep in individual participants responded to that particular question.

mind when
reviewing this
information we
have promised the
participants that the
results from the
evaluation will be
kept confidential, so
you will want to
honor this promise
by keeping insights
gained from this
report private.
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Feedback

The Feedback
function allows the
Program
Coordinator(s) to
send feedback via
email to TMC.

Software Feedback /Problem Reporting

In efforts to provide our mentoring participants with the best possible outcomes from the mentoring
programm, the following form is for our users to request assistance with any challenges they may be
experiencing with the program. This tool can be used to report any issues participants may

b experiencing with their mentoring partnership, dificulties in navigating The Mentoring Connection
[TMC) application as well as any suggestions for enhancing TMC's Lsefulness, This form should also be used
fior requesting additional help from the Program Coordinator and for offering general recommendations for
enhancing the Mentaring Program,

Report Type:

Asgsistance Request v

Description

Assistance Request
Mentoring Support
Suggestion

[Send] [ Cancel ] [ Reset]

Click directly on “Feedback.”
Select a “"Report Type” from the drop-down.

Click “Send” when you are finished.
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Logout

This function will
log you out of The
Mentoring
Connection,
bringing you back
to the home page.

Welcome to The Mentoring Connection

' 4 Harness the power of the Internet to make your mentoring
§ programs easier to set up and manage. Find how easy it can be
" The Mentoring Connection to deliver quality results, while requiring less staff time to
operate and manage.

Click Here to learn more.

Member Login Join The Mentoring Connection Now!

Already a member?

Login Here. Functions available to you now.
P Features

New member login:
Sign-Up Here.

E-Tools to simplify:
Matching Process
Action Plans
Discussion Forum
Calendar of Events
Program Evaluations
Library.

Mewsletters

Brochure (95 kb)

Powered by:

(WES

L —

Click directly on “Logout.”

Copyright © 2008, The Training Connection, Inc. and DES, Inc., All Rights Reserved.

34



